
Knowledge Center Operational Group (KCOG) Tips 

Printing a Organizational Listing from Reports 

Follow this trail: 

Home >> Administration >> Reports Console 

 

Step 1:  Hit search and all reports will populate 

 

Step 2:  Click on the underlined name of the report, Organization Listing 

 

Step 3:  Click Select 

 

Step 4:  Choose the appropriate organization from the list, only 1 can be selected.  I am 

choosing Buckingham DSS for illustration purposes. 
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Step 5:  Choose Active for User Activity, change # Records to 100, and then click Run Report 

 

Step 6:  Choose Layout 

 

Step 7:  Choose any of the fields you want to add to your report and then click OK 

 

Step 8:  Once the report populates choose whatever format you want to export to 

 


